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SECRET

STATENT OF PURPOSE, ACCGIPLISH{ENTS AND PROGRAM OUTLOOK
Classification and Wage Division

1o SEATEMENT OF PURPOSE

The Classification and Wage Division is respousible for
providing an Agancy=wide program of poersonnsl sexvice in poole
tion claseification and wage administration, allocating Agency
and National Secwrdby Comell positicns, doveloping clasaiflicae
£ion standards and qualification requirenents, porforming wage

administration functiens governing all departmentsl and £ield
positions, and providing evaluation services and guidance ra-
‘garding salaries of various assoclale personnale .

2,  STATEMENT OF ACCOMPLISHMENTS

- The astivities of the Classlification and Wage Division durs
ing Fiscal Year 195% wore directed toward improvament in the
overall sorvices porformed, with particular emphasls being given
%0 the preparation of position ptandards and to the development of
regulatory and informaticnal naterisds pertinent to classificas”
+ion and wage administration, Special fectors o be considered

#w Aigpussing the Divisionfs functions arve as follouss

as Although the Agency adheyes gemerally to the -

: fees eptablished by the Classlifica«
is neoessary in most cases to develop
‘designed to cover relatively'y Bue
this Agoncy as compaved with other

Hanging cporational sithations dlevats
4 and degloions roquently with
anformatdon on. o vhional %

pelnkdcnehips, of the dubles of indivie

oL Tbe Wigsy. wsacsified and sensitive naturo of

prans, operations and responsibilitiecs of individusl pogie:

tions vequiia eweelsl claseiflcation methods and ‘tachniques.

d, The repid expangsion of the Ageney, goupled with the
geographie dispersion and variety of occupabions, have pre=
sonted Aiffieultles in ashieving and maintaining a proper
elassification strusture. '
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e, During the year a comprehensive system of posle
#ion apalysis was introdused which ineludes the preparation
of position descriptions which desoribe dubies, responsis -
bilities, quelifications vequired, lines of job prograssiony
and explanation of allocation factors for 211 Agency posle
tions, The information obtained through this program proe
vides a basis for the development of position
daseribing groups of similar positions in terus of their
chavacteristics, allocation guides, and qualifleations
requirenonte,

£, An Agency Handbook contalning definitions of
ccoupationsl grouwps and mriss and g listing of all classi-
fication titles and ocoupational codes was develeped.
Regulations wnd Handvooks were prepaved coneerning the
pesition analynis progranm and the clasgification and wage
adninistration procesa.

g, The servieing of operating divisions with respect
4o Table of Orgunization approvels, individesl porsonnsl
actions and usual olassification services, conbinued asg
predominant factors in the Divisionts activities, In
caryying out these sorvices emphasis has been given to the
overall objective of opganlziag sl presenting job informa~
tion obtained during individual job analyses and organiza-
tional surveys in a form which makes it most vgeful, far -
recrultment, placement, braining, and earcer development,
as woll as for classification purposes,

The review of individusl persomms). astions inveolves classlifi-
cation determination, desk audibe and proparation of job descrip-
4ions, including review of guper-grade positions. During the year

¥here weye 702 such actions reviewsd. The Divieion performs
classification review and distribution of approved Tables of Organi-
zaklon and is responsible for the control of Table of Orgouniszation
records, During the year 1,350 individual T/0 changes were proe
cessed invelving ll positions,

(lassification swveys, including the collection, recording
and analysis of job informabtion and the presentation and coordis
ration of survey results were coupleted on a total of 2,310
pooitions.

Special projects undertaken during the year included the
development of competitive levels for Agency positions, - the €8«
tanlishment of a combined T/O-position control register, studles
on orcanization and distribution of various jobs and positious,
and the dovelopment of an employee handbook on "How Your Pogle
tion is Classified in CIAM
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3o STATEMENT OF FROGRAM CUTLIOOK

Progiran plang of the Divislion plaes partiouley cuphssis on ths
asselevation of existing activitiss in clsssifisation surveys and
dovelopment of posltion standands in arder 40 produce adequate and
saprehenpive covarage of Agemay positions in terms of Informeaticon
required for regruiitmsnt,; plaeswnt, training, sad raiated purposes.
It iz else plavnad to iveroase MJMMMm of supervigors and

anployess with ¢lessifisation primsiples, proccduves snd cpurationg
through eontinued offart in the publication of informstional materials.

Soma of the spsaifis problems whish will be glven spacm stten-
tlon during the suming yemr, inglvnde the followings

8. Resolnblon of classifisation problems related to the
sssignment of persumel retwning fron overcees assigmenis.

be The development of olasaiflostion procedwres 4o mest
angrgeney stalfing problems of operationsl cusnp‘ouenm

e Improved procadures for reviewing 7/0 propessls and
axtennlon of the use of the standaxd position desewiption.

d. Reviow of olassifisation sodes amsigned to individual
positions in tems of caupebilive level desigoetions to inswre
thet gLl positions within eash Jewsl are sctually intorshangssbls.
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